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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR) 

RECORDS MAN4GEMENT1DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

-- . -..?--- I -- -.-A- _I---- 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signeb original to 
Department of Archives and History, Records Management Division, 330 Capitol Aven$, Atlanta, Georgia. 30334, 
Attention: Scheduling Section. 1 

I _q_q 

FOR AGENCY USE 1. Agsncy Address 
I--̂ __- -~ - - -  
Rpplication Date Ga. Dept. of Public Safety ---7 Staff Services - Mgmt. Services . 

~ P. 0. Box 1456 
Atlanta, Georgia 30301 1 gplication Number 

__ II_ 
---___-I___ 

.I ___._..__I_ 

2_ Person to Contact Working Title 
Lina Stephens Secretary 

-_I_ ---- 
FOR RECORDS MANAGEMENT USE ~. . ~ _  ~. 

Application Number 

Date Completed 

MAR 1 1 1977 1 MAR 3 0 1977 
Telephone Number 

6059 

~ __ ~- . .- - -- 
- 

--_._I 
____~._____ . -~ --- ._ - ---__--I-_._ .____I 

- 
~- -- 

3. Action Requested :i 
a. 
b- 

d Estabrijn Retention Schedule; record will continue to accumulate. 
0 Dispose of preseq? xcurnulation; no further accumulation anticipated. 

- _ _  c. 0 Amend Apcl iut&i No. - Check One: 0 Change; 7-S]_S-vpercede: 0 Void 
4. Dates of Series m d s  Series Title (followed by title used in office.. if different) 

ManaaeBent Services Section Subject Files - ---.--I -I I I-_---.-- 
What is the function of the Division and the Office in which this record series i s  created? 

The Sta€f Services DiGision is responsible for personnel administration 
including recruitment and disengagement of personnel and maintenance of 
personnel records, for accounting of funds: receiving and disbursing funds 
and budgeting for funds; for the procurement of supplies and equipment, 
their issuance and maintenance: for planning and providing support to 
these operations including procedures writing forms design records 
management and reproduction services. 

I Earliest Latest 

70 _L Present 
5. Division and Office Fmction 

. 
Y ---II- 

-1-1 .--___-I-- I_-I-. - - 
1. Record Series Description This file contains the following documents (include form numbersand titles, if any): 

Attach samples of the file. 
Documentsrelating to: providing support services for the Dept. of Public Safety ~ 

Included are: Internal memoranda, correspondence studies, reports and 
project narratives prepared by the Director or Staff. See 
attached. 

File i s  arranged: 1970 - 1973 Color Coded thereafter numeric 
See attached. 1974-present chronological by CY andi thereunder ''L 

-.I_. ll_l_ I --L i _ - ~  ~ _- -a.Lpk-hy-abject. .~ -~.- .: I. Monthly Reference Rate 

One to six months old ----; Seven to twelve months old ---; Thirteen to twenty-four months old 
twentv-five months and older --.? 

I. Annual Rats of Accurn iation of Records 
Letter-size drawers 

How often are records referred to which are: 
10 5 1 

I_-.*,-- ___.__.- ___.i__ I. - 
~ - , . - 

I.__I; Legal-size drawers -.----; Shelves -.--.---;Other (WKify) - - 



a. S t a G  Law ---years. 
b. Sfdtute of limi?aarinn ~ ~" _ _ I _  ~ ~ -years. 
c. Federal law L_______years. 

d. Audit period ~ years. 
e. Administrative need ~- ~~~ ~~ -_ 2~ ___years. 
f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative'need. ~' -. . - .. ? ' .  

. .  

. . .  .- - . -  . ~ .  

- ~ . .  .. ~I 

- ,.-. . .  . - ,  - .  . -~ ~~ 

. .  

. -. . .. ,- 7, - ~. ,. - .~ -. . , ... ,~ , .  

-1-. , - ----I---&---- ~. - a+.-- . : ---. L .  

-. ~- . '  
-. 1% Approved Disposition 1nd:uctions. - 

-. This agenoi - 1  recommends that the - f i le : series~be , cut off a t  the end of each: . .  i 

. .. . -  . -  -_ 

. .  . - . .  .Itkc.alanda<Year: o Fiscal Year: Other . - .  -~-:-L then-, , .  .~ . - 
. ,  - .I . .~ . ~ 

~ 

7 , , ~  , ~ -~ . . .  
.~ . .  . . ~- . .  , , . .~. . ,_ 

,. ,- - .. ,month(s) a-.-.- yeark); then ., . :~ .' .. ~ . - ~, ~. Ho!d in the current fi les area 
0 Tra,r.sfsr to iocal halding area; hold ---,,-.year(s): then 
0 Transfer to Statz &cords Center; hold 

0 Transfer to State Archives for permanent retention. 
0 Other (Spedy; 

year(s); then 
Destroy. 

, 

L 
.. 

. 
. . ( Jf  concur 4.g.&" . .  

( .~ ) -~ ~ . . ~  Nonconcur - c -. ~ _ ~ . _  .'@2&i .D~rectnr', Manaqement - Services ~ . .  ~.~ - 
.. . . .  - . .  - .~ 

I These innructions apply to a l l  prior and future accumulations of the series. 

rapkl:! are approved. 
I f  disapprored, attach letter 
f explanation.) 

Attorney General/Desiqnee - . ' P . .  ._ 


